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KDADS Web Applications and Security

Background

One of the system objectives for the Kansas Department for Aging and
Disability Services Web Applications is to provide security of data from
unauthorized or unintentional exposure or damage.

As we extend system service to users communicating via the Internet, this
security objective becomes even more critical. Requiring a user-specific
password for access is the starting point for security.

Access
Management

At the time of employment with KDADS, a new employee will be given a
username and initial password for the Network, Outlook and Web
Applications. This information will be given to the employee during the
Information Services orientation.

Password
Requirements

Password requirements:

e Expires every 60 days

e Must be at least eight characters long

e Contain at least one upper case character
e Contain at least one numeric character

e Can not contain a portion of the user name

Note: A user should immediately change their password if they believe another person may
have discovered their current password.
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Signing into Web Applications

How to

At the time of employment with KDADS, the new employee was given a

username and initial password for Web Applications. The following are the

steps to sign in to Web Applications for the first time and how to change the
initial password.

Step

Action

Result

1.

Open the internet browser. Access
the KDADS Intranet Web Site
(https://intra.aging.ks.gov)
OR the KDADS Provider Web Site
(www.aging.ks.gov)

The website Home Page will display.

Click on the Web Application icon on
the home page.

« Web Applications «

Kansas Department on Aging

The Web Application Signin page will
display.

w

Type in the Username and Initial

Password.

Kansas

Department on Aging
Web Applications

_l

Sign In

Enter your Single Sign-On user name and password to sign in.

User Name |

Password

—

Help Desk hours are from 7:00 am to §:00 pm Monday thru Friday

Phane: (785) 296-4987 (Voice Mail covered aler hours)
E-Mai HelpDesk@aging ks.gov
Fax (785)296-0256

OK Cancel

: OK : Cancal'_

Hours of Availability

Vieek Days 7:30am - 10:30pm
Saturdsy 7:30am - 10:30pm
Sundsy 11:00am - 10:30pm

E

Click the OK button.

The Web Application Home Page will
display.
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Changing Password

How to Once successfully signed on, the password can be changed manually.

Step Action Result

1. |Inthe header of the Web Application | Change Password page will display.
Home Page click on the Change
Password link.

Web Applications

PRODUCTION
Version:  2012/05/31@21:18:28
Welcome: TRAINING USER [00] Lcgged in st: 2012/05/21@21:18:2 Change Password

KANSAS

DEPARTMENT ON AGING

On Demand Change Password

Enter your old password and a new password. Confirm your new passwerd to make sure you entered it comrectly. Passwords are case-sensitive

User Name TRAININGUSER
Old Password
New Password

Confirm New Password

(OK| | Cancel

Help Desk hours are from 7:00 am to 5:00 pm Monday thru Friday Hours of Availability
na: (7BS) 2964957 (Viica Mad coversd afar hours) Week Days 7:30am - 10:30m
i HepBesiibagng ks gou Saturday 7 30am - 10:3%pm
(785296-025 Sunday 11:008m - 10-30pm

On State of Kansas observed hokdays, the system is avaiable, however, KDOA staff will not te avaisble for assistance during thesa hokfays, as well a8 Saturdays and Sundays.

2. | Type in the current password, press | Insertion point advances.
the tab key.

3. |[Type in the new password, press the | Insertion point advances.
tab key.

4. | Type in the new password once
again to confirm the change.

5. | Click on the OK button. Single Sign-On Change Password
success page will display.

Oracle Single Sign-On
Change Password
The Single Sign-on password for user TRAININGUSER has been changed successfully.
The new password will be in effect at the next SSO login.

=

(oK

6. | Click on the OK. Page will return to the Change
Password page with all fields blank.

IMPORTANT: Do not enter your password information again — just click on
the X to close the Change Password window.
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Your Profile Settings

Overview Your Profile is an option where you can edit the following:

o Name Displayed — The name that displays in the header of the KDADS

Web Application pages.
e Title - Intended to be your working title

It is also where you can enter a comment regarding your job duties and upload

your picture for the KDADS Who’s Who application.

Click on the Your Profile Navigation Tab to access this area.

Your Profile Web Applications -
0go
P KANSAS DEVELOPMENT Ver  20110123@1245:40  www Aging Stale Ks US
age DEFARTMENT ON AGING Welcomne: Training User [12] Legged in st 20110123812 10:84
KDGA : TRAININGUSER 039.325-0000 KDO# Help

Your Profile Information

MName. TRAINING USER
Heading Display Name il'rau ning Uiser Working Title:  Training Account
E-Mail; kamisi@aging ks.gov

PSAICME: 12 Primary Group. KDOA
Emplayee ID: K0000159753

Approved Standard Hours of Work. Used in KDOA Timesheet System.
(Se@ HR 10 have these times changed)

From AM: 8:00 AM ToAM: 12:00 PM
From PM; 12:30PM ToPM, 430 FPM

Whos Whe!  The gecount that is used in training to be like the hpical user

86 of 2000

KDOA Office Location

Office Address: 503 8 KANSAS
Location: TFP131
City. TOPEKA State: KS Zip Code. 66603-3404

Offica Phone: 785-296-2916

Home Address

Home Address: 101 Bookshell Avenue
Clty: Topeka County; SN Siate: KS Zip Code: 65603
Home Phone: 7B5-555-5555 Personal Cell Phone: T85-222-2222

I any of the display only information is incormect. please contact the KDOA Help Desk

Post Your Picture(s)

Uplcad Fibe - File size limited o 1mb!

ey PostiDelete File
Application: Your_Profile Id: 2145
name delete | size | source added by
Training Picture 21,138 srmining jpg 01/202011 12:43:27 | TRAININGUPSER
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Accessing the Electronic Timesheet

How To Follow the steps in the table below to access the Timesheet system.

Step Action Result

1. Once the KDADS Web Application A separate Timesheet window will
Home page is displayed. Click on the | be displayed.
Timesheet button.

:9:1137986505384250::NO

& Timesheets
File Edit View Favoites Tools Help

Kansas

Department for Aging Version: 2.0  2012/06/01@19:35:59 o
and Disability Services  kooo0000002 Welcome: Training One [N] Logged in st: 2012/08/01@19:34:28

Pay Period Entry/Update 06/09/2012

R TR = e ) Create a e timeshiesk (for you)o| | Gréate Request For Leave (for you)

@ View CurrentRecoras ) View Archives |0 tie i RS Selected Status Al -

Edit | Dept. | EmpID# |Rcd# Type PayEnd Date Name  |Fund Code [Task Profile |Status |Earnings [Timesheet
|+ |EDIT [0394220000 | 06/09/2012 [TRAINING ONE| 01011 | 039422 wip | 8|
|= |EDIT (03942 [RFL | 06092012 TRANING ONE | 01011 | 033422 WP |
[0526/2012 [TRANINGONE | 01011 | 039422 |[CBE
05112/2012 [TRAINING ONE| 01011 | 039422 [ABS |
0412812012 [TRAINING ONE| 01011 | 039422 |ABHR |
[RFL | 04/28/2012 TRAININGONE = 01011 | 039422 ABHR |

Number of records found: 6
< =Current Pay Period

#100% -
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Your List of Timesheets Navigation Tab

Introduction

This navigational tab displays all Timesheets and Request for Leave line items.

The below window reflects all statuses and all current records and archives.

Navigational Tabs

Action Buttons
ya

Kansas

Department for Aging
and Disability Services

00000002

Y o Petcacouyupiaie snazore. Y e

Listing of Timesheet Entries Lt R T

TRAINING
Version: 2.0 2012/06/01@14.35:
Welcome: Training One [N] Aogged in st 2012/08/01@19:24:26

@ View Cumrent Records L Tl Daily Record of Lea I Selected Status Al -
Edit Dept. Emp ID# Rcd# Type Pay End Date Name Fund Code Task Pr$le Status [Earnings Timesheet
current Pay < EDIT 0394220000 K0000000002 06/09/2012 |TRAINING ONE | 01011 03942 WP 8| VEW =
< EDIT 0394220000 K0000000002 RFL | 06/09/2012 TRAINING ONE | 01011 03942 wiP 8 MEW b
Period Record EDIT (0394220000 [K0000000002 05/26/2012 [TRAINING ONE | 01011 03942} |CBE 80| VIEW
EDIT (0394220000 |K0000000002 0512/2012 [TRAINING ONE | 01011 039423 |ABS 80| VIEW
®0IT 0394220000 [K0000000002 04/28/2012 [TRAINING ONE | 01011 039423 [ABHR 78| VIEW
Timesheet — EDIT (0394220000 |K0D00000002 RFL | 04/28/2012 TRAINING ONE | 01011 039423 ABHR 2| vEW

Record (white)

Number of gycords found: 6
< = Current|Pay Period

I
Request for
Leave Record (green)

Status Selector
(Selects the status of the
records to display)

Description Below is the explanation of all the columns that are included on this
of Columns  navigational tab.
Column Description
Edit The Edit link will open the pay period selection window. If no
time or request has been entered, the pay period record can be
deleted.
Department KDADS Department Number
Emp ID# Employees ID # assigned
Red# Record number
Type Will indicate RFL if the line item is a Request for Leave
Pay End Date The End Date of the Pay Period.
Name Employee Name
Fund Code The funding code in which the positions salary is funded.
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Your List of Timesheets Navigation Tab, continued

Description of Columns (continued)

Column Description
Status Indicates the status of the timesheet or request for leave.
Abbreviation Description
WIP Work In Progress
CBE Completed By Employee
ABS Approved By Supervisor
ABHR Approved By Human Resources
Earnings Hours reported on the timesheet
Programs If Program and Cost Objectives are reported
Timesheet The View link will open the timesheet or request for leave
Blank When the View Archives radio button is selected this area will
display the date and time the original record was archived.

Developed - 12/10/2007
Updated - 06/01/2012



Exiting the Electronic Timesheet and KDADS Web Applications

Introduction

There are two steps to correctly exit the timesheet program and KDADS web
application.

1. Close the separate timesheet window. Will show the KDADS Web
Application Home Page.

2. KDADS Home Page — Logout link. Will exit KDADS Web Applications and
return to the Sign-on Screen.

Once logged out as instructed the browser window can be closed by clicking
on the exit button.

If this action is taken without logging-out first, KDADS Web Application
system will automatically log-out the user at the system level.

Logout

KDOA Home Page Your Profile | Help
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Chapter 2

Timesheet
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Creating a Timesheet

Introduction  The timesheet can be created at any time. The timesheet will remain in the
Work in Progress status until signed. There is only one timesheet created per
pay period. The hours can be modified until it is processed. If modifications
need to be made after it is processed, the employees’ Supervisor, Director,
Commissioner or Human Resources can return the timesheet to the employee.

How to The following are the steps to creating a Timesheet.

Step Action Result
1. Access the Timesheet Program as Your List of Timesheet page is
previously instructed. displayed.

File Edit View Favorites Tools Help

Kansas

Department for Aging Version: 2.0 2012/06/01@19:35:59 -
and Disability Services KpopoD00002 ‘Welcome: Training One [N] Logged in at: 2012/06/01@19:34:26

Pay Period Entry/Update 0610912012

Listing of Timesheet Entries ol il ol UG

@ view CurrentRecords ) ViewArchives |l e TS ] Selected Status All -

Edit | Dept. EmpID# |[Rcd# Type |PayEndDate| MName  [Fund Code [Task Profile |Status [Eamings Timesheet
= |[EDIT 0394220000 K0000000002 | 06i09/2012 [TRANING ONE| 01011 | 039422 |WIP 8| vEW
= |EDIT (0394220000 K0000000002 RFL | 06/09/2012 [TRAININGONE| 01011 | 039422 |wip | 3| i

|EDIT (0394220000 [K00DOD00002 | 08262012 [TRANING ONE| 01011 | 039422 [CBE

|EDIT (0394220000 [K00DOD00002 | 05112/2012 [TRANING ONE| 01011 | 039422 [aBS |

|EDIT (0394220000 [K00D0000002 0412812012 [TRANINGONE| 01011 | 039422 [ABHR

|EDIT 0394220000 K0O000D0002 RFL | 04128/2012 [TRAINING ONE| 01011 | 039422
Number of records found: 6
% = Current Pay Period

H100% ~

Continued on next page
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Creating a Timesheet, continued

How to (continued)

Step

Action

Result

2.

Click on the Create a new timesheet
(for you) button.

Pay Period Information page is
displayed.

e A

Yo

File Edit View

Kansas
Department for Aging

and Disability Services  Koo00000002

stof Timesheets

Department 0394220000 Emp ID# K000D0000002
Name TRAINING ONE Fund Code 01011 Task Profile |d 039422

Position# 001111111 Exempt N

PayEndDate )

@ https://webapps.aging.ks.gov/pls/apex_ten/f7p=110:10:1137986505384250::NOx:P10_K_NUMBER P10_RECORD_TYPE:K0000( O » @ B & X T &t o3

‘22 TIMESHEET PAY PERIOD x

Favorites  Tools  Help

TRAINING
WVersion: 2.0

Help

L=
Welcome: Training One [N] Loggsd in at: 2012/08/01@15:34:26

= )

2012/06/01@19:35:59

Pay Period Information
[

Status WIP - Work In Progress

Create a New Time Period Record

Record#

FLSA FTE 1

3 7 Prior Pay Periods to Display in the following “Fay End Date” field
©) 06/09/2012 () 06/23/2012 O 070712012 ©
09/01/2012 ) 09/15/2012 O 09/29/2012 ©
O 112412012 O 1200812012 O 1202212012 O

071212012

01/05/2013

Comments

(entry)

0 of 2000

10132012 ©

08/04/2012 ©) 08/18/2012
1012712012 © 11/10/2012

Select the radio button of the Pay
End Date of the time period.

Click on the Create a New Time
Period Record button.

Pay Period Entry Update tab is
created and the Timesheet form is
displayed.
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Creating a Timesheet, continued

Introduction  Below are the regions of the Timesheet page.

Navigational Tabs
/

ansas TRAINING

Department for Aging Version: 20 2012/06/01@19:35:59 rg}
and Disability Services  koooo000002 Welcome: Training One [N] Logged in at: 2012/08/01@18:34:26
Your List of Timesheets
Department 0394220000 Emp ID # K0DD0000002  Record Number Print View The Clock
Pay End Date 06/09/2012 Name TRAINING ONE Fund Code 01011 Task Profile 039422 PCO Required your standard imes @
Position Number 001111111 FLSA FTE1 Exempt N
— Eme  [His Do O
Data Entry / Update [ ian s D2 Oas
. = = [ 2an s D2 s
Day OfPayPeriod sy i o o [ EOER Mei Tw Wed Tw i [ D M M Fas
0527 D828 0825 0530 DEIT—SAAL 08/03 OR/04 0BI5 0G0 0BT 0BG 0BIS - Flas Flo Bl
Data Entry : : O Do e
Fields —_ Eamings Code Time  Task Profile [SMART] - Program & Cost Qbjective H0|Iday Indlcators 1 sem El 15 Moo [as
REG / Regular Eamed - 10/ Overhsad for CSP {DBHS) (pink in color) [ oan [[las Mx M
with Action B Flas Pl Flas
Post Default Reg Entries — e —
A [l aam [Flias [ Fas
buttons Leave Indicator Flow FleF
[ san [Flas Fx Fas
(green in color) Fliom Flas B s
— - - — 2 i o e o
[EARMINGS CODE || oy g T e | Wit | 7o || £ ||l | Sun | Men | Tue |Wed | T | F | | = Bl [Flwo Bl
|AND ou BN | he | ed | T || rA |G oty 0 | Men | Tue | Med || T | Pd {total Totals | Task Profile Id Cnoon [Cas D s
lpEscriPiON | |T || | | | s il | | | | | = e
St R | L I ! — — . _ == R E1pm Elas Fao Flas
1 |HDC / Holiday Credit | | | | | | | | 03942200 = = L e
Time ——p | 8 B 8 8 8 B4 8 8 H @ o) 72 o [ P P
Recorded [ Totais| o e[ 8 & & e s[4 e[ e & 8 & s ofu[72 Hiw s Hx s
g — — = Fipn Flias Fzx Fas
| s Bsmm Bx B B
Tlmesheet/ s A Hom Flos Fa Flas
Status P o P P P
All times listed on this report reflect (1) actual time charged, includinglleave time, (2) all time worked is accurately reported and R [ -
(3) is true and correct to the best of my knowledge. Elapn  [Dlas Pl [Flas
Hopm [Mos D= Oas
Signed By Emplovee PN = He) -
. [ vopm  [Clas D= s
Signed By Supensor Comment Field i g
Hipm [Cs D2 Oas
Signed ByHR  Processed By Sharp (not fequired)
Select a Staft and Stop Time
(value postefd in Time)
. : : «, ”
Electronic Signature Fields The “Clock
(Record of who signed the Timesheet (will compute the
at each stage of approval.) time worked)

Note: If a Request for Leave has been completed for the time period, the leave
amounts will be displayed on the timesheet in green. The leave cannot be modified on
the timesheet; leave must be modified on the Request for Leave.
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Entry into the Timesheet

Introduction  Once the Timesheet document is created for the pay period, the time worked
needs to be entered. If there was a Request for Leave created, the leave will be
reflected on the timesheet, as well as any holiday leave.

How to The following are the steps to data entering the time worked.
Step Action Result
1. Create a Timesheet as previously Timesheet document is displayed.
instructed.

2. Enter the hours worked. As per the following methods:

Method Action Result
1. Click on the Post Default Any day that does not have
Reg Entries button. an existing entry (leave

This button is available once | automatically be filled with

when the timesheet is 8 hours with the overhead
created for a non-exempt task profile.
employee.

request, holiday) will

Earnings Code Time
REG /Regular Earned »

Post Default Reg Entries

2. Enter time manually. | Time is posted to the table.
Step Action

a. | Select the Day

b. | Select the Earnings Code from the drop down
listing.

c. | Type in the hours worked or use the “Clock”.
(Example of the clock is on the following page.)

d. | Click on the Post New entry to the report
below button.
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Entry into the Timesheet, continued

Introduction The clock is an optional method of entering time for the timesheet. Itis a
convenient way to allow the system to calculate the timed worked if the
employee is in and out of the office several times in one day. The times in red
(8:00 —12:00 — 1:00 — 5:00) are for visual reference only.

“Clock” Employee Standard hours are 8 to 5. The employee has a dentist appointment
Entry and left at 9:15 and arrived back at the office at 10:45, therefore, the employee
Example  was gone for 1.5 hours. Timesheet Entry using the “Clock” would be:

° On the 8:00am line, select 8:00am (time arrived at work = IN)

. On the 9:00am line, select the radio button next to 15 (time left for
appointment = OUT)

° On the 10:00am line, select the radio button next to the 45 (time
arrived back from the appointment = IN)

. Select the Lunch Time (Noon to 1:00pm = OUT and IN)

o Select 5:00pm (time leaving work = OUT)

"The Clock”

[ vourstandardtimes || reset|

L | mid

15 [0 s
T g 15 [0 [us
7 2am 15 a0 Fus
| 3am - 15 :---.: 30 [ 4s
4am 15 a0 us
am 1 a0 | 45
gam 15 [0 [Das
:. am 1 30 I ' 45
= [V 8am 2 [[us
6.5 oz @ o s
R o [@]s
08:00am e i
09:15am LT 11am | | 45
10:45am I
gigggm [ noon [ |45
05:00pm @1pm s Ha Fus
B : 45
pn ' £5]
4pm 45
™~ @ 5pm 45
_| 6pm : 45
pn ' 45
Spm : 45
| Spm &
Times are also [ e B ls
reflected at the N . o=

B:00-9:15
10045 - 12:00
13:00-17:00

alect 3. 5348 and Stop Time
(value posted in Time)

bottom of the clock
for reference.
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Completing Task Profiles — Program and Cost Objectives

Introduction

Depending upon the position funding, an employee may need to complete the
Program and Cost Objectives. The Cost Objective codes are preset by the
Budget and Accounting Divisions and the codes that are available for use are
driven by the funding source(s) of the position. The option selected is based
upon what type of work was done during the day and which funding group
should be charged.

Note for Exempt Employees: If required to enter the Program and Cost
Objectives, the hours indicated is an accounting function, not a Human
Resources function. Leave Requests are submitted by this system (see Chapter
3) and is a Human Resources function.

How to The following are the steps to data entering the Program and Cost Objectives
on the Timesheet.
Step Action Result
1. Create a Timesheet as previously Timesheet document is displayed.
instructed.
2. Enter the hours worked toward the Enter the time manually.
funding group.
Step Action
1. Select the Day
2. Select the Program and Cost Objective from the drop down
listing.
3. Type in the hours worked or use the “Clock”.
4, Click on the Post New entry to the report below button.
EATHRNGS EONE Sun Mon Ti Wed Tha Fri Sat Sun Mon Tue Wed Thu Fri Sar Tasl
e 08727 |oaiz8 |osvzs 0830 |omion |ommz |o7o3 (10921 | ovims |o7ios |omos | orer |omos | omios |ewie [f0t8l (Totals | p a1
REG / Regular 4 4 o 4 039CBP42
Esmned o é‘;’_: - CBS
o Programs
for SGF
REG / Regular 4 4 0| 4[o3acePss
Eamed |.c“5:'-' =CBS
Programs
for OAA
REG / Regular 8 8 a 8 |039CBP45
Eszrmned = =CBS
Programs
for
Medicaid
Totals a 8 8 0 (1] 0 0| 16 1] 0 0 0 1] 0 o 1] 16
View Reqguest for Leave
datye Wb _tiare 1o Proore. rocc - .J Rl _Siaty RT=]
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Completing Program and Cost Objectives — Adult Care Home Facility

Surveys

Introduction

Facility Surveyors are required to complete Program and Cost Objectives.
The Program and Cost Objective listing will contain a few generic options and
all facilities within the employees district region.

Guidelines

Regional Managers and QI Staff — If working on a survey for an extended
period of time during the day, charge time to the Facility. Otherwise, time
spent on other tasks should be charged to the funding options as
available/appropriate.

Surveys — Select the Facility, enter the Aspen Event ID, and enter the time
using the clock.

Travel to/from Surveys — Include this time in the survey time toward the
Facility.

Staff Meetings/In-Service/Other Tasks — Charge this time to General
Services.
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Completing Program and Cost Objectives — Adult Care Home Facility
Surveys, Continued

Surveys

Program Cost
or Nursing

Surveys — Select the Facility, enter the Aspen Event ID, and enter the time
using the clock.

The Facilities listed in the drop down field are associated with the employees
assigned Administrative Region.

If the employee is working for another region, simply change the area drop
down button to reflect that areas number. The facilities associated with the

area will display.

Region Selection

Pay End Date 0771072010 Marme TRANIMNG USER Fund Code 01021 Task Profile D38WRE PCCN@ui
Fosition Mumber P4555 FLEA E FTE 1 Exermnpt E 1 KINSLEY ~

Task Profile |039WRS2001:039WRS2002:030WRS2003:039WRS2004:039WRS2005:039WR 52006

o oo o oo o o o o o0 o0

Day OfFPayPeriod sy won  Tue Wed Thu Fi  Sa  Sun Mon Tue Wed Thu Fi  Sat
06727 06723 06729 0G0 0701 OROZ 07A3 0704 DTS O7A6 077 07D 07A9 07410

L Dposlo Toan o o o 4 obio o

Earnings Code Time T

REG/ Regular Earned v 02 GEMERAL VS (LCE) \
021 GENERAL 5WS (LCE) ~

26§ Ltilization Review {UR)

= ANDEE HOME, ING (MORTOM) [NOGA001]3 1
¥ ASHLAND HEALTH CENTER LTCU (ASHLAMD) [HO13101]6 1

*Event Id {fram ASPEM)

[or Survey 1d (for URY]  she Event 1o

Facility
Selection

BETHEL HOME (MOMTEZLIMA) [MO35001]5 1
CHERRY VILLAGE (GREAT BEMDY [MO05001]5 1
CITIZEMS MEDICAL CEMTER LTCU (COLEY) [HOST101]6 1
DEAWSORN PLACE (HILL CITY) [MO3300115 1
EARTINGS CODE DECATUR COUNTY HOSPITAL LTCGL (OBERLIMG [HO20101]5 1
AND sun | won | Tue i DESERET MURSING & REHABILITATION AT COLBY (COLEY) [MO37002]3 1
DESCRIPTION LD L F | (TS TORME b R (TOP MOS9067)3 1
FOWYLER RESIDEMTIAL CARE (FOWLER) [MOB0O0Z]S 1
Totals 0 i 0} | GARDEM WALLEY RETIREMEMT WILLAGE (GARDEM CITY) [MO28002]3 1

GOOD SAMARITAN SOCIETY - ATWOOD (ATWOOD) [MO7T001]31
Status WIF - Work In Progress GOOD SAMARITAN SOCIETY - DECATUR COUNTY (OBERLIMN) [M020001]3 1 /
00 SAMARITAN SOCIETY - DODGE CITY (DODGE CITY) [N028002]3 1
Comments GO 3 UEIER

GOOD SAMARITAMN SOCIETY - HAYS (HAYS) [MO26003]3 1

afilegld

o _ 300D SAMARITAN SOCIETY - LIBERAL (LIBERAL) [NOS8001]3 1
Alitimes listed on this report refiect (1) 20 6000 gAMARITAN SOCIETY - PRAIRIE MANOR (SHARON SPRINGS) [MN10000113 1
(3} is lrue and comect to the best of My k) 500D SAMARITAN SOCIETY - SHERMAN COUNTY (GOODLAND) [N0S1001]3 1

Developed - 12/10/2007
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Completing Program and Cost Objectives — Adult Care Home Facility
Surveys, Continued

How to

on the Timesheet.

The following are the steps to data entering the Program and Cost Objectives

Step

Action

Result

1.

Create a Timesheet as previously
instructed.

Timesheet document is displayed.

Enter the hours worked toward the
funding group.

Enter the time manually.

Step Action

1. Select the Day

2. Select the Program and Cost Objective or Adult Care Home
Facility from the drop down listing.

3. Type in the hours worked or use the “Clock”.

4, Click on the Post New entry to the report below button.

EARNINGS CODE
AND

Sun | Mon Tus | Wed | Thu
DESCRIPTION

REG { Ragular 10
Eamed

REG f Regular
Eamed

Totals o 10 8 1] a 1] 0} 18 a ]

Status WIP - Work In Progress

Fr Sat Sun Moy Tus ‘ied Thu Fri sa X
06 | oene pene peno |onoi |onwz | onor 0130 gaps prms ores ovar |onve orwoo | gpnp total Tofals

Task Profile id

0 10 |ABC123 / FLINTSTONE MANDR...

1] 8 |039WRS02 = GENERAL SYS (LCE)

Developed - 12/10/2007
Updated - 06/01/2012




Modifying A Timesheet Entry

Introduction At times, an entry needs to be changed. If the timesheet is still in a Work in
Progress (WIP) status, follow the instructions below. However, if the timesheet
has been signed by the employee it is automatically forwarded to the supervisor
for approval. If the Timesheet has to be modified it will need to be sent back to
the employee either by the supervisor or human resources. For instructions on
how to modify a processed timesheet, see the next section.

How to

To make modifications, follow the steps in the below table.

Step

Action

Result

1.

On the Your List of Timesheets
navigation tab, select the View link
on the timesheet entry that needs to
be modified.

All line items are displayed.

On the data entry table, click on the
time worked that needs to be
modified.

The existing information is loaded
into the data entry fields for
modification and highlighted.

Day Of Pay Period  sun

REG / Regular Eamed

Time
viig

Task Profile [SMART] - Program & Cost Objective

| | Delete |

EARNINGS CODE

Sun | Mon | Tue | W Sal Sun | Men | Tue | Wi

AND B | oo | ot | oness | oans | B ftotal b e
0527 | 0528 | 05729 | 0530 | 053 o 00 0802 | 0204 (0205 | 0
DESCRIPTION Fnat | -
VAC / Vacation 8 8
[Annual) Leave
REG / Regular 24
Eamad 8 8 8
REG / Ragul 0 8 B 8
amed 8 8 8

62 / Waiver Services Admin, Facility Licensing, & Case Blan Monitoring ~

| o | S liotal [Totals

pauT RN R0 Task Profile Id

] 8039422 = overhead

2 26 03942261 =
Outcomes and 3pm 1
Program Oversight

38 03942262 = Waiver
Services Admin,
Facility Licensing, &

Qo aioop

38

.....

Change the time worked or the Task
Profile — Program & Cost Objective as
needed.

Note: If leave needs to be added,
delete the entry. Do not enter a
“0”. Then complete a Request for
Leave to reflect the leave hours.

Click on the Apply Changes button.

Change is saved.

Developed - 12/10/2007
Updated - 06/01/2012
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Modifying A Processed Timesheet

Introduction Once the Timesheet is sighed by the employee it is automatically forwarded to
the supervisor for approval. If the Timesheet has to be modified it will need to
be sent back to the employee either by the supervisor or human resources. For
instructions on returning a Timesheet back to the employee, see Chapter 4 —

Supervisor Instructions.

There is a comment area that can be completed as a note to the employee as to
why the Timesheet is being returned. An e-mail is automatically sent to the
employee when the Timesheet is returned. The e-mail does state the comment

if entered.
5 T =
| d & 9|5 Timesheet Returned to Employee! - Message (HTML) il \—Eg
-~ @
X QG n (8o 3 B @ueomes g B Q
i v o % To Manager - e S Categorize ~ @y~
8. - Del Reply Reply Forw B, - M Transl z
& Delete eply e;?l, orward § 3 &3 Team E-mail c',-'e ran.s ate bis oom

|
From:
To
Cc

Subject Timesheet Returned to Employee

Pay Period: 05/26/2012
TYPE:
NAME: TRAINING ONE

KDOA Web Applications - KDOA Timesheet

18 Retention Policy: Aging - Inbox (Never) Expires: MNever

- | ¥ Followup -

A Timesheet/RFL has been retumed by supervisor (or HR). 05/23/2012 05:18:33 PM

Sent

Wed 5/23/2012 5:22 PM

For historical purposes, the original Timesheet is archived; the modifications are

made on a “copy” and resubmitted for approval.

Developed - 12/10/2007
Updated - 06/01/2012
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Modifying A Processed Timesheet, continued

How to

Once the Timesheet is received by the employee, changes can be made and

resubmitted. To make modifications, follow the steps in the below table.

Step Action Result
1. On the Your List of Timesheets tab, All line items are displayed.
select the View Archives radio
button. Note that the line items with the
date and time in the last column are
the archived records.
View Currenl Records @ View Archives DLl o LVl Selecied Stats Al o
Edit Dept. Emp ID# Rcd# Type Pay End Date Name Fund Code Task Profile Status Earnings |Timesheet
< EDIT |0394220000 K0000000002 06/09/2012 TRAINING ONE | 01011 039422 WIP 8| VIEW -
o 0394220000 K0000000002 RFL DE.‘%CHZ TRAINING ONE 01011 039422 WP 8 uﬁﬂ e}
EDIT 0394220000 K0000000002 05/26/2012 TRAINING ONE | 01011 039422 WIP 80 VIEW
EDIT |0394220000 K0000000002 05/26/2012 TRAINING ONE | 01011 039422 CBE 80 VIEW 05/23/2012 05:18:33PM
EDIT 0394220000 K0000000002 05/12/2012 |TRAINING ONE | 01011 030422 ABS 80| VIEW
EDIT 0394220000 K0000000002 04/28/2012 TRAINING ONE | 01011 039422 |ABHR 78| VIEW
EDIT 0394220000 K0000000002 RFL = 04/28/2012 TRAINING ONE 01011 039422 ABHR 2| VEW
Number of records found: 6
@ = Current Pay Period
2. Click on View of the archived record
if needed to read the comment of
the supervisor or Human Resources.
.|In|r|J\-.xhl|\tl\ \m:u'\.'- K000000000; Welcome: Training One [N] Logged in at: 201208011
" Pay Period Ent 2012 | Helo
Department 0394220000 Emp ID # KDO0D0000002 Record Number Print View
Pay End Date 06/09/2012 MName TRAINING ONE Fund Code 01011 Task Profile 038422 PCO Required
Position Number 001111111 FLSA FTE 1 Exempt N
Comments: Returned 1o employee....
me. Tn'u?:‘gmf@'aqmmgov 05/23/2012 05:18:33PM
EARNINGS CODE - o e
AND 8528 | 0w |oao |oamn | onn |omka 10ta! | e | gaoe [cars | oaae | ouer |ogoe |oame [total[Tota
DESCRIPTION
KOS | Holiday Credin 8/ 8 8/ 8/ 8/ 8l«w[ 8] 8 8 8 8 B o =[n
3. Click back on the Your List of Note that the Status is now WIP
Timesheets tab, select View on the (Work in Progress). This allows
line item record for modification. changes to be made to the
timesheet.
4., Change the information as instructed
previously.
Developed - 12/10/2007 12
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Processing (Signing) the Timesheet

Introduction  The Timesheet will need to be signed by the employee for it to be completed
and processed.

How to The following are the steps to completing a Timesheet.
Step Action Result
1. On the Timesheet page, Click on the | The following will automatically

Process Timesheet button.

OocCcur.

a. | The User Name, Date and Time is displayed in the Signed By
Employee. The status will change to CBE (Completed by
Employee) and the timesheet will become disabled.

b. | The Timesheet is electronically forwarded to the Supervisor
for approval. Once approved by the Supervisor, the status will
change to ABS (Approved by Supervisor).

c. | Once the Timesheet is approved by the Supervisor it is
automatically forwarded to Human Resources. Once
reviewed and posted by Human Resources, the status will
change to ABHR (Approved by Human Resources).

and

Listing of Timesheet Entries _Cre

artment for Aging

isability Services k0000000002

.‘ Pay Period EntrylUpdate 06/09/2012 m

TRAINING
Version: 2.0

2012/06/01@19:35:59 -
Welcome: Training One [N] Logged in at: 2012/08/01@18:34:28

@ View Current Records View Archives ;-"

Edit Dept. EmpID# |Rcd# Type |Pay End Date
@~ |[EDIT |0:394220000 K0000000002 06/09/2012
< EDIT 0394220000 K0000000002 RFL | 06/09/2012
EDIT (0394220000 K0000000002 05/26/2012
EDIT 0394220000 (K0000000002 05/12/2012
EDIT 0394220000 K0000000002 04/28/2012
EDIT 0394220000 K0000000002 RFL | 04/28/2012

Number of records found: 6
= = Current Pay Period

Name
TRAINING ONE
TRAINING ONE
TRAINING ONE
TRAINING ONE
TRAINING ONE
TRAINING ONE

| selected status An

Fund Code Task Pro

01011
01011
01011
01011
01011
01011

039422
039422
039422
039422
039422
039422

arnings Timesheet
8| VIEEW e
8
80
80
78
2

< IS
m [
= =

==
2 2

Developed - 12/10/2007
Updated - 06/01/2012
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Chapter 3

Request for Leave

Table of Contents

Creating @ Request TOr LEAVE .....coevveeeviiieieeeeeiiiee et 1
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Creating a Request for Leave

Introduction  The Request for Leave functions exactly the same as the Timesheet. However,
it is branded green for a visual cue.
The Request For Leave can be created at any time. The request will remain in
the Work in Progress status until signed. However, if leave is taken during a
pay period, then the Request for Leave needs to be completed prior to the
timesheet document.
How to The following are the steps to creating a Request For Leave.
Step Action Result
1. Access the Timesheet Program as Your List of Timesheets page is

previously instructed.

displayed.

A @ hitps.//webap, gov/pls/apex_tm/f7p=110:0:1137086505384250: N0
& Timesheets

File Edit View Favorites Tools Help

Kansas

Department for Aging
and Disability Services Kpopo000002

TRAINING

Pay Period Entry/Update 0610812012

Version: 2.0 2012/06/01@19:35:59 "
‘Welcome: Training One [N] Logged in at: 2012/06/01@19:34:26

Listing of Timesheet Entries tei o i DT

@ view CurrentRecords () View Archives

Red# [Type |Pay End Date
| osmarz012

RFL | 06/0012012

[ 052612012

[ 05212012
0412812012

RFL | 0412812012

Name
[TRAINING ONE
[TRAINING ONE
[TRAINING ONE
[TRAINING ONE |
[TRAINING ONE
[TRAINING ONE |

Edit Dept. Emp ID#
= |[EDIT /02394220000 K0000000002
= |EDIT 0394220000 KO0OD0DO0DZ

|EDIT 0394220000 K0000000002
|EDIT [0394220000 [Ko0D0OOD002

:m10394220000 |K0000000002

|EDIT 0394220000 KDO000D0002
Number of records found: 6
% = Current Pay Period

01011
01011
01011
01011 |
01011
01011

NETIL A ET Selected Status Al
|Fund Code Task Profile |Status Earnings |Timesheet

039422
039422
039422

030422

039422
039422

|cBE 50|

|ABHR 2 E!

wip 8| viEW
wE | 8 w
VIEW
ABS | 80 vIEW
ABHR 78| VE

#100% ~

Developed 12/11/2007
Updated 06/01/2012 1
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Creating a Request for Leave Creating a Request for Leave, continued

How to (continued)

Step

Action

Result

2.

Click on the Create Request For
Leave (for you) button.

Pay Period Information page is
displayed.

e

Department 0294220000 Emp ID# K0000000002
Name TRAINING ONE Fund Code 01011 Task Profile |d 039422
Exempt M

e e Al & hitps://webapps.aging ks.gov/pls/apex tn/fp=110:10:1137986505384250::NO=:P10_K NUMBER,P10_RECORD TYPEXDOON O ~ @ B ¢ X [ B &

(=2 TIMESHEET PAY PERIOD x

File Edit View Favorites Tools Help

Kanséi's

Department for Aging
and Disability Services k0000000002

Your List of Timesheets Help

TRAIMING
Version: 2.0

2012/06/01@19:35:59
‘Welcome: Training One [N] Logged in at: 2012/06/01@15:24:28

Pay Period Information
[ concel |

Status WIP - Work In Progress

Create a New Time Period Record

Record#

Position# 001111111 FLSA FTE 1

3 ™ Prior Fay Periods to Display in the following “Fsy End Date” field

08/04/2012 © 08/18/2012
1012712012 © 1110f2012

© 06/09/2012 © 062312012 © 07/07/2012 © 07/21/2012 ©
PayEndDate (0 09/01/2012 © 09M15/2012 ©) 09/29/2012 ) 10132012 ©
© 112412012 © 1210812012 & 1212212012 © 01/05/2013
Comments
(entry)
0 of 2000

Select the radio button of the Pay
End Date of the time period.

Click on the Create a New Time
Period Record button.

Pay Period Entry Update tab is
created and the Request For Leave
page is displayed.

Developed 12/11/2007
Updated 06/01/2012
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Creating

a Request for Leave, continued

Introduction Below are the regions of the Request for Leave page.
Navigational Tabs
[ . o |
(— - - fape tm/P2p=110:2:1 137086505384 250 N0:3:P3 TSNET624 O-akox N
{2 Entry And Update
File Edit View Favorites Tools Help
I (ansas TRAINING
Départment for Aging Version:20  2012/06/01@19:35:59 =
and Disability Services  knooo0o0002 Welcome: Training One [N] Logged in at: 2012/08/01@19:34:26
— Request for Leave "The Clock"
Department 0394220000 Emp ID # K0000000002 Record Number T jour standard fimes
Pay End Date 06/09/2012 Name TRAINING ONE Fund Code 01011 Task Profile 039422 PCO Required M M Fla Fl
Position Number 001111111 FLSA FTE 1 Exempt N ™ R
Data Entry O
Fields - Data Entry / Update E“" E“* g" g”
with Action G b R E = E:“ g’” g”
buttons 0si27 0530 0N/3T 0BT 04/02 05103 DG4 0605 DBOB OG0T CAME 069 i R sl e -
[Team  [Tis [ [
ERRI R e {5 Holiday Indicators = . = . Dm gﬁ
Select/Leave Code b L e Gl
- (pink in color) gam [as (a0 s
o g
o [Cis o [ass
—— — e nan  [las [V]aa (s
'EARNINGS CODE [ [ [ [ [ |
/AND o | el il e e | T R | 2 | e |nL""n., oy oL tolal Totals  Task Profileld ‘ Clnoon [ [l [le
DESCRIPTION  * !777’777777:77 e e [ | [l Ctpm s s Clas
Leave | 2! g ‘ o somezecemeEd [ e
| = i s o [las
Recorded (I O I A Clim D s s
|HDC / Holiday Credit 8 [ I |0/ 8o03wazz00=
l : ‘ | | I : ‘ | ‘ ‘ | | (Overhead ‘ [5pm [ s [ [lss
[ Toas| o 8 = o o ¢ [ [0 o of of of of of || Clem  [las D [l
View Pay Period [ s [Cse [Chis
Timesheet Status WIP - Work In Progress Timesheet Status: WIP Capm [ [ s
_ W W E
Status Commens Dom s Do (s
All times listed on this report reflect (1) actual time charged, including leave time, W) all time worked is accurately reported and [ [as [as
(3) is true and correct to the best of my knowledge.
Signed By Employee Select a Start and Stop Time
. (value posted in Tim
‘Signed By Supervisor comment Fleld
SR BEHR | Rocesnd YR (required if leave is not
A vacation)
®100% ~
Electronic Signature Fields The “Clock”
(Record of who signed the Timesheet (will compute the
at each stage of approval.) time worked)

Developed 12/11/2007
Updated 06/01/2012 3



Completing the Request for Leave

Introduction  Once the Request For Leave document is created for the pay period, the leave
and hours for that leave needs to be entered. The Request for Leave does
reflect the actual hours taken in 15-minute increments. In order to enter the
time taken, the “Clock” grid table (located on the far right of the page) must be
used.

How to The following are the steps to data entering the leave type and time on the
Request for Leave.

Step Action Result
1. Create a Request For Leave as Request For Leave page is displayed.
previously instructed.
2. Select Day radio button
3. Select Leave Type from the drop Note: The option of Discretionary
down listing. Day will only display on the listing if
a Discretionary Day is available to
be used.
4. Using the “Clock”, enter the hours See the table below for the entry
taken. method.

Time Entry Method

Action

Your Standard Times Button
Recommended for 8 hours of
leave entry.

Will automatically place the standard
working hours in the “Clock”. These
working hours are entered by the
Human Resource Division. The
standard hours entered are displayed
in the Your Profile Navigation Tab on
the KDADS Web Application Home
Page.

Manual entry

Select the times for the leave using
the “Clock”.

As time is selected, it is displayed to
the right of the table. Also, the leave

is calculated in the time field.

See example below.

Developed 12/11/2007
Updated 06/01/2012
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Completing the Request for Leave, continued

Introduction The clock is the required method of entering time for the Request For Leave. It
is a convenient way to allow the system to calculate the timed worked if the
employee is in and out of the office several times in one day. The times in red
(8:00 —12:00 — 1:00 — 5:00) are for visual reference only.

“Clock” Employee Standard hours are 8 to 4:30 with a 30 minute lunch break. The
Entry employee will be taking a day of vacation. Request For Leave entry using the
Example  “Clock” would be:

° On the 8:00am line, select the check box next to 8:00am (time the leave
beings)

° On the 11:00am line, select the check box next to 11:00am (time that is
normal for the lunch break to being

° On the 11:00am line, select the check box next to the 30 (time that is
normal for the lunch break to end)

° On the 4:00pm line, select the check box next to the 30 (time the leave

ends)
Request for Leave “The Clock"
Department 0394220000 Emp ID # K0000000002 |L_._¥our standard times | reset
Pay End Date 06/09/2012 Name TRAINING ONE
L] ] 45
Position Number 001111111 FLSA o . ;
1am 15 3 “
ta Ei 2am 1 [Cla0 [Clas
3am 1§ x 45
(]
DayOfPayPeriod sun Mon Tue Wed Ths Fr A e
0527 0528 0529 0500 0531 0801 ( T Gl hael T
gam 15 [0 [as
Earnings Code e (RFL) X
VAC / Vacation - H L e A
| 8am 15 30 s
fam 18 = 5
10am 15 n 45
V| 11am 15 V)30 .ta
EARNINGS CODE —
AHD Sun | Mon | Tue | Wed | Thu noon 15 [ a0 | las
05/27 | 05/28 | 05729 | 0530 04821 [
DESCRIPTION 1pm [ee [ oo | s
VAC / Vacation 8 -
(Annual) Leave s P L X i
1100em
b 3pm 15 20 | s
Lpm 15 (Vis0 | Jus
HDC / Holiday Credit 8
5pm 15 20 | |5s
Totals 0 g 8 0 0 0 Epm 1% 2 A5
7pm 15 30 45
Status WIP - Work In Progress Process Re s Lk
Spm 13 20 |48
Comments s e s
All times listed on this report reflect (1) actual time charge pm [ lis [Clao [Clas
(3) is true and correct to the best of my knowledge.
o Select a Start and Stop Time
Signed By Employee (value posted in Time)
Signed By Supenvisor

Continued on next page

Developed 12/11/2007
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Completing the Request for Leave, Continued

Example (continued)

Step Action Result
5. Click on the Post New Entry to the Leave is posted to the leave table.
report below button.

EARNINGS CODE )
AND S Mon T Wed Thas Fni
Q5/27 | 05/28 | O5/29 | 0530 | 05/31 | 08/01

DESCRIPTION
VAC / Vacation B
{Annual) Leave A

11-008m

11:30mm

O4-30mm
HDC ¢ Holiday Credit a

Totais, o & &8/ o o o

Developed 12/11/2007
Updated 06/01/2012 6



Processing (Signing) the Request For Leave

Introduction The Request for Leave will need to be signed by the employee for it to be
completed and processed.

How to The following are the steps to completing a Request For Leave.
Step Action Result
1. Sign the Request For Leave by The following will automatically

clicking on the Process Request for occur.
Leave button.

a. | The User Name, Date and Time is displayed in the Signed By
Employee. The status will change to CBE (Completed by
Employee) and the Request For Leave will become disabled.

b.| The Request For Leave is electronically forwarded to the
Supervisor for approval. Once approved by the Supervisor, the
status will change to ABS (Approved by Supervisor).

c. | Once the Request For Leave is approved by the Supervisor it is
automatically forwarded to Human Resources. Once reviewed
and posted by Human Resources, the status will change to ABHR
(Approved by Human Resources).

il & https.//webapps.aging.ks.gov/ pls/apex_trn/f7p=110:9:1137986505384250::NO O~ @Bcx i de)

& Timesheets

File Edit View Favorites Tools Help

Kansas

Department for Aging Version: 2.0 2012/08/01@19:35:59 -
and Disability Services Ko000000002 Welcome: Training One [N] Loggsd in st 2012/0801@18:24:28

" Your List of Timesheets Pay Period Entry/Update 06/09/2012

Listing of Timesheet Entries Bal Rl G o e LR
@ View Current Records () View Archives i\ L ee TR IS ] Selected Status All -
Edit | Dept. EmpiD# |Rcd# Type PayEndDate| MName  |Fund Code Task Profile Status [Earnings Timesheet 2
= |EDIT (0394220000 [K0000000002 06/09/2012 [TRAINING ONE | 01011 | 030422 |WIP 8 wvEw [+
= EDIT (0394220000 [K0000000002 RFL | 06/09/2012 TRAININGONE | 01011 | 030422 WP s uEW |
[EDIT [0394220000 [K0000000002 05262012 [TRAININGONE | 01011 | 030422 |CBE 80 VIEW
[EDIT (0394220000 [K0000000002 051212012 [TRAININGONE| 01011 | 030422 [ABS | 80| VIEW
EDIT (0384220000 [K0000000002 041282012 [TRAININGONE | 01011 | 039422 |ABHR 78] VIEW
EDIT 0394220000 [K0000000002 RFL | 04/28/2012 TRAININGONE | 01011 | 039422 ABHR 2| vEW

Number of records found: 6
= = Current Pay Period

#100% ~

Developed 12/11/2007
Updated 06/01/2012 7



Modifying the Request For Leave

Introduction

Once the Request For Leave is signed by the employee it is automatically

forwarded to the supervisor for approval. If the request has to be modified
it will need to be sent back to the employee either by the Supervisor or
Human Resources. For instructions on returning a Request For Leave back to
the employee, see Chapter 4 — Supervisor Instructions.

There is a comment area that can be completed as a note to the employee
as to why the Request For Leave is being returned. An e-mail is
automatically sent to the employee when the Request For Leave is returned.
The e-mail does state the comment if entered.

Al * 7|5 Timesheet Returned to Employee! -
Fi sage
) ¥) g3 (23 KDADS Develop..
] s CEh =
pri ., 3 To Manager
Reply R::ll, Forward B, - 34 Team E-mail

elete Respond Quick
From:
To:
Cc
Subject Timesheet Returned to Employee!

Pay Period: 05/26/2012
TYPE:

NAME: TRAINING ONE

KDOA Web Applications - KDOA Timesheet

23 Retention Policy: Aging - Inbox [Never] Expires: Never

Step

A Timesheet/RFL has been retumed by supervisor (or HR). 05/23/2012 05:18:33 PM

Message (HTML) ol
- @
3 3 Mark Unread ‘l} ) ©
B,

Translate Zoom

=
S | B categorize -
2 k

Move
= = ¥ Follow Up ~
Move Tags Editing

Sent Wed 5/23/2012 5:22 PM

For historical purposes, the original Request For Leave is archived; the
modifications are made on a “copy” and resubmitted for approval.

Developed 12/11/2007
Updated 06/01/2012 8
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Modifying the Request For Leave, Continued

How to

Once the Request for Leave is received by the employee, changes can be made

and resubmitted. To make modifications, follow the steps in the below table.

Step

Action

Result

1.

On the Your List of Timesheets tab,
select View Archived radio button.

All line items are displayed.

Note that the line items with the
date and time in the last column are
the archived records.

TRAINING

Depariment for

and Disabilit K0000000002

Pay Period EntrylUpdate 06/08/2012

Version: 20 2012006/01@19:35:59 -
Welcome: Training One [N] Logged in st 20120801@19.34:28

T R =T Create a new timesheet (for you). | Create Request For Leave (for you) |

View Current Records @ View Archives [0

Edit Dept. EmpID# |Rcd# Type Pay End Date Name

o |EDIT |0394220000 K0000000002 06/09/2012 | TRAINING ONE | 01011
< EDIT 0394220000 K0000000002 RFL | 060972012 TRAINING ONE | 01011
EDIT /0394220000 K0O0OD0000002 05/26/2012 [TRAINING ONE | 01011
EDIT 0394220000 K0000000002 05/26/2012 |TRAINING ONE | 01011
EDIT 0394220000 K0000000002 051122012 |TRAINING ONE | 01011
EDIT |0394220000 K0000000002 04/28/2012 |TRAINING ONE | 01011
EDIT 0394220000 K0000000002 RFL | 04/28/2012 TRAINING OHE | 01011

Number of records found: 6
@ = Current Pay Period

ly Record of Leave | BB ETENE] -

Fund Code Task Profile Status Earnings Timesheet
039422 WP 8| VEW s
039422 WP 8 VEW ]
033422 WP s0[ vEw v
039422 |CBE 80| MIEW 05/23/2012 05:18:33PM
039422 |ABS 80 MIEW
039422 |ABHR 78 MIEW
039422 ABHR 2| VIEW

Click on View of the archived record
if needed to read the comment of
the supervisor or Human Resources.

T - =
and Disability Services

Fund Code 01011 Task Profile 039422 PCO Required

Welcome: Training One [N] Legged in st 201208/01@1

Print View

Exempt N

[ Your List of Timesheets " Pay Period Entry/Upda
Department 0394220000 Emp ID # K0000000002 Record Mumber
Pay End Date 06/09/2012 Name TRAINING ONE
Position Number 001111111 FLSA FTE1
Comments: Rnelurned o employee.... -
eturning as you reques!
From: TrainingUser@aging.ks.gov 05/23/2012 05:18:33PM
EARNNGSCOnE Sun |Mon | Tue | Wed | Th Fri | Sat Sun | Mon | Tue
i i o
S:gcRIPTION 05/27 | 05/28 | 05/29 | 05/30 | 05/31 | 0801 | 0802 total
HDC / Helidsy Credit 8 8 8 8| 8 8w

Wed | Thu Fri Sat
0803 | 0804 | 08/05 | 0av0s | 0807 | 0aoa | oans [total [Tota

g8/ 8 8 8 8 8 o2/ N

Click back on the Your List of
Timesheets tab, select View on the
line item record for modification.

Request for Leave will open.

Developed 12/11/2007
Updated 06/01/2012
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Modifying the Request For Leave, continued

How to (continued)

Step

Action

Result

4.

On the data entry table, click on the
leave amount that needs to be
modified.

The existing information is loaded
into the data entry fields for
modification.

Al
|AND

|Eamed

Esmed

|DESCRIPTION

[wAC 1 Vacation
|tAnnusl) Leave

[REG / Regular

REG / Regulsr

Department 0394220000 Emp ID # K0000000002 Record Number Print View The Clock' F
Pay End Date 06/09/2012 MName TRAINING ONE Fund Code 01011 Task Profile 039422 PCO Required PP R =]
Position Number 001111111 FLSA FTE 1 Exempt N
B s D
Data Entry / Update Fm s Fx s
. % e s D s
DayOfPayPeriod sun (Mo Tue Wed T i Sst Sun Mon Tee Wed T Fi st o s [ Fas 5
0527 0528 0523 0530 0501 0601 0302 0B3 004 0805 0808 0607 0GiB 06I0S =
P S o o B
[Existing Entry Displayed] Esen Eas Fao Fas
Earnings Cade Time  TaskProfile [SMART] - Program & Cost Objective ] ean  [Fas [T Fus
REG / Regular Earned - 8 62 / Waiver Services Admin, Facility Licensing, & Case P\aﬂ Monitoring ~ Bl ran s o Fas
[ sam Fas Fa B
Post a New Entry to the report below. Hom B B B

Fi

[
ol Il]tall Sun | Mon

|Tue Wed ‘ Thu Sat |
0s/28 | 0529 05/!0\05#3( ml | eios | ceios | oaios

Fri
7 06108

=R

.

B o s Bl Dlas
B e Eas Flm Dus

s |

‘m |total |Tmals Task Profile Id ‘ noon Has Fla Has
‘ |70 |7 8030422 = overhead ‘ 1pm Hxs Bl s
Howm s Ox O
2 6 |0agazz61=
‘ Outcomes and Esm  Fas o Fas
Program Oversight i Hos Bl Has
38| 38(02042262 = Waiver
Services Admin, Bspm O Mo D
Faml\ty L\censmg & Flowm s [Flsn [Fas i

®100% -

Using the “Clock” reselect the hours
of the leave as needed.

Click on the Apply Changes button.

Leave amounts requested is
modified.

Process (Sign) the Request

As previously instructed.

Developed 12/11/2007
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Daily Record of Leave

Introduction By clicking on the Daily Record of Leave button it will display a Fiscal Year
calendar view of the type and amount of leave taken.

aging.state. ks.us - Daily Record of Leave - Microsoft Internet Explorer

KANSAS PRODUCTIONYer1.4 2008i01/22@20:49:24  Aging.State Ks.US [--]
DEPARTMENT ON AGING KOAO0AN0! 23 Welcome: Training User [12]N  Logged in at: 20080122 @19:52.02 ]

Emplovee I: k0000000123 | [RINING USET empt Nvears of Semice: 5 Anniversary Dates: Syr: 0710172007 10yr. 07/012012 15y, 071012017
Your FY2008 2-week Leave Period Balances Annual Leave Sick Leave

Sun | Mon | Tue |Wed | Thu Fri Sat Sun | Mon | Tue Wed Thu Fri Sat Earn Used Begin Ending § Earn Used Begin [Ending
0847 | 06re | 0519 | 0620 | 0821 odz2 | oee3 || 054 0825 | oeie | oeer | 06ee | 0828 | 0630

o701 | o7z | o073 | 0704 | ovms | ovos | ovao7 || omos | o7me | ovMo| ovM1 | o7vz | 0743 | 07M4

0745 | 0746 | 0747 | 07a | o7ra| o7e0 | oved || omez | o723 | oved| oves | ores | 077 | o7z

o720 | 0740 | 0741 0a01| osmz| osn3 | osod | osos | osme | osno7 | omos| 0s00 ) 08MO | 08M1

0812 | 08BAZ | 08/14| 08M5| 0816 | 08A17 | 0818 02418 | 08/20 | 08/21| 08/22  08/23 08/29 | 08725

08/26 | 08/27  02/28 | 08/20| 08/30| 03/31 0001 0902 | 08403 | 0904 | 0905 0008 0907 | 09708

0800 | 08410 | 09/11 0942 | 09/12 | 09/14 | 08/15 09416 | 0947 | 09/18 | 0949 | 00/20 00721 | 09722

08/23 | 08/24 00/25 | 09/26 | 00/27 | 09/28  00/:20 09s30 1001 1002 | 1003 1004 1005 | 1008

1007 | 10m8 | e | 1040 01| 10m2 | 1onz | 1014 1018 | e | 1017 | 1018 | 10M9 | 10720

0621 | 1022 23| 0v24| toies | 06| 07 | 108 qom2 | om0 | 101 110 1002 1103

104 | 105 1106 | 1407 | 1tos | 1109 | a0l 111 M2 1143 | 1144 15 1148 | 11AT

1A8 | 19| tzo | 1vz1 | dtizz | 23| vea | 1ies | iz | 2| e s 10E0 | 1z

1202 | 1203 1204 | 1205 | 1206 | 207 | 1208 || 1200 1zM0 | 121 t2i2 ) 12013 1204 1205

AZME | 12M7 | A2ME | 1200 | 12z 12210 qziz 12023 | 224 | 12025 | 12726 | 427 12028 | 12020

0 8.00 s4.00 470 40014550 146.20 §3.70 | 400 |256.00 |255.70
w400 -
12630 | 12i1 | 0101 0102 | 0103 | 0104 o405 § 0108 | 0107 | 0108 | odoa | 0101 041 | 014z
556.50

0143 | 0114 | 01415 | 0145 | 0117 | o8| otms || onzo | ozt | otzz| otz o4 0125 | o1z

0127 | 028 | 0t/2a| 0130 | 011 ozod | ozoz || o203 ozm4| omos| ozos | 0207 | 0208 | 0208

0240 | 02041 02z | 0213 | 0214 0215 o2¢e || 027 | ozms | ozMa| ozeo| o2ed| 0222 | 0223

0224 | 02028 | 026 | 0227 | 0228 0229 o%od || ownz) 0303 | owo4| om0s | 0308 | 0307 | 0308

0308 | 030 | 0311| 03z | 0313 0344 0345 || 0348 03M7 | 03Ms | 03M3 | 03e0 | 0321 | 0322

0323 | 0324 0326 0326 | 0327 | 0328 0320 || 0320 0331 0401| 0402 | 0403 | 0404 | 0405 v

2 P nternet
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